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1. Purpose & Scope 

The purpose of the Recruit & Hire process is to advertise positions and select Civil Service 
Employees. 
 

2. References 
The following documents are either required or helpful to perform the set of tasks in the 
accompanying flowchart; a) NSHS-001, Naval School of Health Sciences Quality Manual, 
b) NSHS-002, Quality System Document Control, c) SECNAVINST 5212.5, Navy and 
Marine Corps Disposition Manual. 

 
3. Definitions 

The terms listed below are defined to assist the reader. 
3.1 SF-52: Request for Personnel Action. 
3.2 PD: Position Description. 
3.3 OF8: Position Description Coversheet. 
3.4 CPL: Civilian Personnel Liaison. 
3.5 HRO: Human Resources Office Bethesda. 
3.6 Crediting Plan: Basis for rating applicant. 
3.7 Job analysis: List of knowledge, skills, & abilities for a position. 
3.8 HRSC: Human Resource Service Center. 
3.9 CERT: Certificate. 
3.10 PPI: Personnel Process Improvement Database. 
3.11 Manager: Director(s) or Head of Departments. 
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5. Summary of Changes 

Version Description Date 

01 Initial issue of procedure. 27 JUL 01 
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6.   Process Flowchart  
Manager aware of vacancy

Package includes:
� SF-52
� PD/ w OF8 coversheet
� Job analysis
� Crediting Plan

Manager generates recruitment
package and forwards to Civilian
Personnel Liaison (CPL) (OS-33)

CPL reviews for completeness

CPL forwards to HRO Bethesda

Package
Complete?

Yes

No

PD Classified?

 Manpower forwards completed
package to HRSC

Yes

HRO Classifies No

Receive Certificate of Qualified
Applicants from HRSC which is

distributed to appropriate managers

Command
accepts

classification?

No

Yes

Manager reviews applications (may
check references &/or  interview or

select from Cert without interviewing)

Qualified
Applicants?

Make selection and forward CERT  to
HRSC to offer position

Yes

Offer
Accepted?

No

Yes

A start date is established & hire
reports to CPL

PPI Database

Manager can be Director,
Department Head

Recruitment package is
forwarded from HRO  to
HRSC for advertisement

selection and
recommendation

No

This document is uncontrolled in printed form. 
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7. Quality Records 

 

Record Name Owner Location Indexing Duration Disposition 

PPI Database HRSC Database SSN Until person 
hired 

Database 
continuously 
overwritten 

      

 
 

8. Addendum 
 

N/A  
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